DOCUMENT RESUME 

ED 381 574 TM 023 040 



TITLE Work Keys. 

INSTITUTION Araerican Coil. Testing Program, Iowa City, Iowa. 

PUB DATE 95 

NOTE 25p. 

PUB TYPE Guides - Non-Classroom Use (055) 



EDRS PRICE MFOl/PCOl Plus Postage. 

DESCRIPTORS Career Planning; ''^Educational Assessment; Job 

Analysis; '"^Job Skills; Job Training; Mathematics; 
''^Measurement Techniques; Needs Assessment; 
'■^Occupational Tests; '"'Profiles; Scoring; 
Technology 

IDENTIFIERS ''instructional Support; ^'Work Keys (aCT) 



ABSTRACT 

The Work Keys System from the Araerican College 
Testing Program is an innovative national system that provides a 
continuous structure for documenting and improving the workplace 
skills of individuals. By providing individuals with reliable 
information about their own SKill levels and the levels required for 
jobs. Work Keys can help individuals make solid career decisions. An 
integrated four-component system has been designed to facilitate 
communication th-ough: (1) assessment; (2) job and occupational 
profiling; (3) reporting services; and (4) instructional support. The 
assessment component measures worker skills with regard to applied 
mathematics and technology, reading and listening, information 
gathering, and teamwork. Job profiling identifies the skill levels 
needed for various jobs. Scoring and reporting services make the 
assessment an.^ profiling information available to organizations and 
individuals. Instructional support comes from the targets for 
instruction identified for each skill area. Work Keys services are 
offered through licensed Work Keys service centers to be established 
in a number of locations. Eight figures and a table support the 
discussion. A sign-up sheet for pretesting is enclosed. (SLD) 
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A BRIEF INTRODUCTION 



In the past decade, concern has mounted that American workers, both current and future, lack 
the workplace skills necessary to meet the challenges of technological advances, organizational 
restructuring, and global economic competition. The Work Keys System from American College 
Testing (ACT) is an innovative response to this problem. Work Keys is a national system that 
provides a continuous structure for documenting and improving individuals' workplace skills. 
These include various problem-solving, commi'nications, and personal skills. By providing 
individuals with reliable information regarding their own skill levels and the skill levels required for 
jobs, ACT can help these individuals make solid career decisions. 

ACT consulted with employers, educators, and experts in employment and training requirements 
to develop a list of generic workplace skills that apply to a wide range of jobs, that are teachable 
in a reasonable period of time, and facilitate job analysis. After considerable review, ACT 
identified several critical skilis to form the basis of the Work Keys System. Among these skills 
are the following: applied mathematics, applied technology, listening, locating information, 
observation, reading for information, teamwork, and writing. 

As these critical generic workplace skills were identified, ACT developed an integrated four- 
component system designed to 

1) measure these skills (assessment); 

2) identify these skills and the levels of those skills needed for particular jobs or 
occupations (job profiling); 

3) provide individuals, educators, and employers with the information they need 
to make career choices, to plan and evaluate training programs, and to identify 
qualified employees (reporting); and 

4) supplement or reinforce workplace skills instruction (instructional support). 

Welcome to the Work Keys System! 
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Work Keys 
^ National Metric 



Work Keys 
System 




1^ Assessment 

To determine Job ^1 
levels of candidatas 
relative to job skiS 
levels requirod b/' 
business 



Job/Occupattonal 
Profiling 

To assist huslfijosses 
in identifyfnia .k0y : 
Job skills required 
for successfut job 
performance . 



Reporting 
Services 

To facStta^ efficient 
and 6ffdctivd oommunica^n 
between b^isiness arid 
education, otnployer 
and employee, and 
schooi and learner 

Targets for 
Instruction 

To facilitate strategic 
planning in cunriculum 
and trainlno programs 



The Work Keys National 
Metric supports both the 
evaluation of Individuals' 
skJds and the evaluation 
of Job requirements. 
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The Work Keys 
National Metric 
for Job Profiling 
Assessment, 
Reporting, and 
Insiruction 



• or 'hp f Tsi. t.ime, there 'g anational metric t^ni raciii^atec nccumte 
•-Gnabie, eacy, ann Gtraightfor_ward communicar ;on regarainq job skill 
' -'-^^aG :cr •'Cin rg. •• - ;-g. EE J and ADA zc^o'-y zc. f"eae^-.i orcgrarr 
- valuation [Car; 'Vkinsj^ jot) selection, ano r^-ro 
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• THE CONCERN 



America's interest in improving tlie performance of its workforce is higlier today than at any time 
this century, increasingly, employers, both large and small, are open to alternative ways of 
developing the skills of the individuals they are hiring and/or investing in the skill development of 
their existing workforce. The business community, in particular, is highly interested in helping 
present and future workers acquire the skills necessary to meet the challenges of technological 
advances, organizational restructuring, and global competition in today's economy. 



• What Huppeti^^3i^h-i: 
Applicants Whio^^^^eficienJ^. . 



'■MHIred;i 
•Trijli^ 



(Includosro 

at a later jdoSii 




Adapted wtlh permission, from the 1994 Anwrican Management 
Association Survey on Ba^(iSW)fs Testing and Training 



The nation s employer'^ 
have reason ior concern 
about the skill levels of 
both prospective and 
current employees Too 
many job applicants lack 
the skills required to be 
fully productive on the job. 
and too many current 
employees lack many c\ 
the skills required by ihf> 
new technologies and 
methods being 
implemented in todiv 
worKpInc*- 



• THE CHALLENGE 

In the race to meet these challenges, however, there are many stumbling blocks which must be 
overcome. A common system for articulating the skills needed (or actual work tasks has long 
been missing in discussions between educators, trainers, and business leaders as they consider 
how best to revitalize the American workforce. Such a system would provide a common metric by 
which business requirements could be clearly stated and defined, and would guide the 
development of instruction and training curriculum to respond to the skill deficiencies evident in 
the workforce and those entering it. 



• THE RESPONSE 

ACT has developed tho Work Keys system which provides the common metric that has. to dato. 
been lacking. It enables those having a stake in raising the performance of this nation's 
workforce to communicate effectively and productively. 
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ASSESSMENT 



The Work Keys assessment component enables individuals to demonstrate their competencies in Work Keys 
skill areas through performance-cased testing. The scores from these assessments are criterion referenced (i.e., 
they are measured against predetermined levels of proficiency in skills required for effective job performance). 
Current Work Keys assessment? include: 

• Applied Mathematics measures the examinee's skill in applying mathematical reasoning to work-related 
problems. The test questions require the examinee to set up and solve the types of problems and to do the 
types of calculations that actually occur in the workplace. This test is designed to be taken with a calculator. 
A formula sheet that includes, but is not limited to, all required formulas is provided. 

• Applied Technology measures the examinee's skill in solving problems of a technological nature. The 
content covers the basic principles of mechanics, electricity, fluid dynamics, and thermodynamics as they 
apply to machines and equipment found in the workplace. Oriented toward reasoning rather than mathematics, 
any calculations required to solve a problem can be readily performed by hand. The emphasis is on identifying 
relevant aspocts of problems, analyzing and ordering those aspects, and applying existing materials or 
methods to new situations. 

• Observation measures the examinee's skill in paying attention to instruction and noticing details. When 
presented with increasingly complex situations, examinees must watch for such particulars as steps to be 
followed in a process, elements of a safety procedure, or attributes of quality-control stancards. Scenarios 
and questions are based on actual demands of the workplace, and selections take tht; form of video 
presentations of individuals in various workplace settings. 

• Reading for Information measures the examinee's skill in re^'ding and understanding work-related reading 
materials. The reading passages and questions are based on the actual demands of the workplace. Selections 
are in the form of memos, bulletins, notices, letters, policy manuals, and governmental regulations. 

• Listening measures the examinee's skill at listening to and understanding work-related messages. The 
assessment is administered via an audiotape which contains all directions and messages. Examinees are 
asked to listen to the audiotaped messages' and then compose written messages based on the messages they 
heard. The examinee is placed in the role of an employee who receives information from customers, co- 
workers, or suppliers, and must then write down the information to communicate it to someone else. This 
context is provided to help examinees understand that they should include all of the information in their 
response. 

• Writing measures the examinee's skill at writing work-related messages. The assessment is administered 
via the audiotape which also contains the Listening assessment and which contains all directions and 
messages. Scoring is based on the writing mechanics and style, not on the accuracy or completeness of the 
information. 

• Locating Information measures the examinee's skill in using information taken from workplace graphic 
documents such as diagrams, blueprints, floor plans, tables, forms, graphs, charts, and instrument gauges. 
Examinees are asked to locate, insert, compare, summarize, and apply information contained in one or more 
related graphics. At the highest level, examinees are asked to make decisions and draw conclusions based 
on information contained in one or more graphics. 

• Teamwork is a video-based assessment which measures the examinee's skill in choosing behaviors and/or 
actions that simultaneously support team interrelationships and lead toward the accomplishment of work tasks. 
Examinees must recognize the team s goals and identify ways to accomplish those goals in increasingly 
complex workplace situations, such as those where the resources needed to accomplish the task are not 
readily available. 

Several other Work Keys assessments are under development, including an assessment ot Work Habits 
(tentatively available fall, 1996). 
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Overview of 
Work Keys Assessments 



SKILLS 


TIME 


TYPE 


CONTENT 


Problem-Solving 


Applied Mathematics 


40 min. 


Multiple-choice 


Workplace word problems 


Applied Technolofiy 


45 min. 


Multiple-choice 


Understanding and troubleshooting 
mechanical, electrical, fluid, and 
thermodynamic systems and 
equipment (not mathematical) 


Observation 


60 min. 
(z parts, 
25 mm. 
& 35 
min.) 


Video-situations, 

multiple-choice 

response 


Following steps in process, adhering 
to safety requirements, and 
maintaining quality control 


Communication 








Reading for Information 


40 min. 


Multiple-choice 


Memos, notes, and manuals from the 
workplace 


Listening and/ or Writini^ 


40 min. 


Audiotape, 

constructed-response 


Telephone and in-person messages, 
meetings 


Locatin^i Information 


35 min. 


Multiple-choice 


Placing and finding information in 
graphs, tables, blueprints, and other 
graphics 


Interpersonal 








Teamwork 


80 min. 
(2 parts, 
40 min. 
each) 


Videotape, 
multiple-choice 


Supporting the team while 
accomplishing the task 
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JOB/OCCUPATIONAL PROFILiNG 



The job/occupational profiling component helps 
employers identify the levels of skills current and 
prospective employees need to perform particular 
jobs effectively. It also gives individuals a clear 
picture of the skill levels they need to qualify for 
the jobs they want. This component combined with 
the assessments, instruction, and reporting allows 
students and workers to make decisions about 
appropriate jobs and to identify areas they need to 
strengthen in pursuing their education and career 
goals. 

The Work Keys job/occupational profiling process 
develops accurate profiles through a systematic 
task analysis that selects the tasks most important 
to a job and through skills analysis that identifies 
the skills and skill levels 
required for effective 
perfo^'mance on that job. 
An.,iysts trained and 
certified by Work Keys 
industrial/organizational 
psychologists conduct the 
job/occupational profiling. 



The Work keys job profiles resutting 
from this process assist employers, 
individuals, educators, and trainers in 
making appropriate education, selection, 
training, and promotion decisions: 



In profiling a job, the 
analyst first obtains background information about 
the company where he or she is profiling and 
about how the job to be profiled fits into that 
company. Using this information, the analyst 
begins the task analysis by consulting the 
Dictionary of Occupational Titles to develop a task 
list comprising the tasks most relevant to the job 
being profiled. Then the analyst meets with 
ii.cumbent workers or experts on the job being 
studied (subject matter experts or SMEs), and they 
jointly tailor the list to make sure it accurately and 
completely describes the job. The SMEs may add, 
delete, consolidate, and/or change any task 
description to make sure it accurately depicts their 
job as it is performed in their company. 

After carefully examining this task list, the SMEs 
individually rate the tasks according to Importance 
and to Relative Time Spent. Importance refers to 
task's significance to overall job performance, 
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Relative Time Spent is the amount of time spent 
performing this task compared to that spent on 
other tasks. The average Importance rating is 
multiplied by the average Relative Time Spent 
rating to obtain a Criticality rating. The tasks are 
then rank ordered according to their Criticality 
ratings. Finally, the SMEs review the rank ordering, 
remove the least important tasks, and make any 
necessary revisions to those tasks remaining. 

After identifying the tasks most critical to job 
performance, the SMEs begin the process of skills 
analysis in which they identify the tasks associated 
with each Work Keys skill and then determine the 
levels of those skills required to perform the critical 
tasks. First, the analyst presents detailed 

descriptions of each of the 
Work Keys skills to the 
SMEs. These descriptions 
include examples of 
problems or situations 
employees must deal with 
at each level. The SMEs 
determine, first individually 
anc then as a group, the 
Work Keys skill areas that 
are relevant to the job and the skill levels 
necessary for effective performance in their job. 
The final product of this profiling process is a 
document listing the most important tasks an 
individual in that job must perform and, for each 
relevant skill area, the skill level required on the 
job. 

The Work Keys job profiles resulting from this 
process assist employers, individuals, educators, 
and trainers in making appropriate education, 
selection, training, and promotion decisions. 
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The Eight Key Steps of the 
Work Keys Job Profiling Process 



Work Keys National Metric 
in Action — As Easy as A-B-C 



ACT Job Analyst: 

1 

Compiles a comprehensive list of tasks associated 
with the job. 

Jncumbent Job WorkersI Supervisors: 



Review and amend the list for relevance to the job. 



Rate the importance of the task to the job. 



Rate the relative time spent performing the task 
compared to other tasks. 



Identify the most critical tasks to job performance 
based on the two ratings. 



Determine the Work Keys skill or skills needed to 
perform each critical task. 



Determine the Work Keys skill levels needed to 
perform the critical tasks. 
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Determine the level of each Work Key skill needed to 
be successful on the job. 



A. Job ProfUing 

Profile of necessary skills 
identified by and determined 
by employees working on 
widget assembly 

Levels identified are a result 
of job profiling using the 
Work Keys Mfciric. 



Assessment and 
Reporting 

How job candidate Pat Smith 
performed on those key skill 
areas assessed tor the widget 
assembly job 

Levels identified are a result 
of assessment using the 
Work Keys Metric. 



C. Targets for Instruction 

A comparison of Pat Smith s 
skill levels with the skill 
requirements tor the widget 
assembly job 



The areas of Reading tor 
Information. Applied 
Mathematics,, and Teamwork 
.ire targeted tor instruction 
i-iadiiional irn.ning it Pat Smith 

to be hirt'd ♦or the wiaqet 
.r.spmbly jot) Pnt Smun 
skillf^ in Applied f^chnoiogy 
nipet the |ob requiremt^nts 



SKILL 
LEVELS 




//// 



I j Area of No©a 



■■■■ 



lor #ntry-l9v«< performvxx in 
I ■ Lav«< of tkJil nMciad ky ohtty- 

1 ■ HftMT^job 
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SCORING AND REPORTING SERVICES 



The Work Keys reporting component facilitates the distribution of information to businesses, educational 
institutions, agencies, and individuals. This information helps 

♦ individuals make career choices. 

♦ educators evaluate curriculum and provide career guidance. 

♦ businesses plan training programs and screen prospective employees. 

The scores for the Work Keys assessments are criterion referenced. They indicate the skills of an 
individual with respect to the content of each assessment. The standard examinee reporting package 
includes several different types of score reports: Chart Essay Reports, Individual Reports, Roster Reports, 
and Vocational Information Reports. In addition, Work Keys can design and generate customized reports 
to meet the specific needs of employers and educators. 

Chart Essay Reports 

The Chart Essay Report, produced for each assessment administered, is organized around a standard 
set of questions such as, Do the scores of males and females differ on the Reading for Information 
assessmeni? Each page of the Chart Essay Report provides information about one question in both table 
and bar graph form. The number and percentage of examinees attaining each of the score levels are 
presented in a table at the top of the page, and the percentage of examinees at each score level is 
presented in a bar graph at the bottom of the page. 

This report provides general descriptive information regarding how various groups of examinees scored 
on an assessment. This type of information may be helpful in answering questions about examinees in 
specific programs and grade levels, and in other subgroups. 

Roster R^por 3 

The Roster Report contains four to six lines (depending on the number of assessments administered) 
of information for each examinee. This information includes the assessment score(s). demographic data 
and job-related data (e.g., job-seeking information, career choice). Some of the information on this report 
is coded to save space and improve readability. One copy of this multi-page report is provided per client 
order. 

The Roster Report is most useful to counselors, teachers, and/or trainers who are interested in scanning 
a list of examinee information in a condensed format. For example, a counselor might use this report to 
determine if interventions are needed for a particular group of examinees. 



Individual Reports 

The Individual Report is a multi-page report with three distinct parts. 
• Part one provides the examinee's skill level for each assessment administered and descriptions ot 
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the tasks associated with that level. It also provides strategies the examinee may use to improve 
his or her level(s) of skill(s). 



• Part two gives the examinee's scores along with demographic and other information provided by the 
examinee during assessment. 

• Part three is a Work Keys Summary. Although similar to the first part, the format of the this sunmary 
makes it suitable for the examinee to copy and attach to job or school admission applications. 

Two copies of the Individual Report are printed for each examinee. One copy of this report may be 
retained for the examinee's file. 

The information from this report is to be used tor course planning, career guidance, and individual goal 
setting. An examinee might use this information to determine that his or her current career goals require 
improvement of certain skill areas (e.g., math or teamwork skills). Guidance counselors might use the 
information to identify areas in which individuals need or want help. For example, an examinee who is 
unsure about his or her career choice might explore the occupations available given his or her skill levels. 

Vocational Info f ..t\oh Reports 

The Vocational Information Report is a multi-page report compiling information provided by examinees 
regarding job status and interests. This report presents the percentage of examinees expressing interest 
in particular jobs (selected from a given list), the percentage of examinees currently holding particular 
jobs (selected from the same list), and the number and percentage of examinees currently seeking 
employment or wanting help in obtaining a job. Two copies of this report are provided per client order. 

This information is to be us>?d in determining the career goals of a group of examinees and whether 
those goals match thp occupational opportunities in a given city or region. The Vocational Information 
Report could also be u jed to help determine the job-seeking help most needed by a gro .=p of examinees 
and might best be served by a group activity or course. 

Local Items Reports 

The Local Items Report is a general summary of the examinee responses to questions developed and 
provided by the Work Keys client. The client has the option to administer local items designed to collect 
additional information, such as information about an examinee's instructional experiences (e.g., a site 
might ask about the quality of the training or instruction at that site). The Local Items Report provides the 
number and percentage of examinees choosing each answer option for each item. The Work Keys 
answer folder contains space for responses to 20 local items. In addition, space for responses to 10 
"local use only" items is attached to each test block on the answer folder. This space enables clients to 
ask test-specific local items (e.g., questions about experience using calculators). One copy of this report 
is provided to clients who choose to administer local items. 
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TARGETS FOR INSTRUCTION 



The Work Keys instructional support component provides instructors, curriculum developers, and 
those involved in the job-training process with materials that facilitate their efforts to help learners 
improve their workplace skills. A series of Targets for Instruction, designed to aid the development 
of appropriate curricula and effective Instructional strategies for teaching the Work Keys skill 
areas, is central to this component. 

The Targets for Instruction developed for each skill area are not intended to be a complete 
curriculum nor to replace an education methods course. The instructors who use these Targets 
know how to teach and, in many cases, are already teaching some aspects of these skill areas, 
although perhaps not in a formal way. The Targets do not tell instructors how to teach, but 
instead, outline the skills and the levels of those skills assessed by Work Keys so instructors 
know what skills have been identified as important by the business community. 

Curriculum experts, working with content specialists, developed the Targets for Instruction for 
each of the Work Keys assessments. The Targets for Instruction provide detailed descriptions of 
the cognitive and content skills assessed by the Work Keys tests at each level. In addition, the 
Targets give specific information about the skill requirements, distinguishing each level from the 
one immediately preceding it. Instructors can use this information to devise strategies for helping 
^earners build their proficiency in the Work Keys skills. The Targets also contain suggestions 
about materials, techniques, and activities that are useful in teaching workplace skills, and they 
include lists of resources for instructors to consult when building curricula. 

The Work Keys assessments, used in tandem with innovative curricula, can provide a powerful 
one-two punch of diagnostic analysis and prescriptive instructional intervention to improve the 
workplace skills of both students and employees. Secondary schools and postsecondary 
institutions can use the Targets for Instruction to supplement or reinforce existing curriculum, 
connecting that curriculum more directly to the demands of the workplace. Moreover, businesses 
can use this component to design training programs to upgrade their employees' skills. 
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Resources for curriculum design and 
instruction 

Description of skills and knowledge 
covered at each level 

Suggestions for instructional 
strategies to guide learners to the 
next higher skill level 

Tips for integrating workplace skills 
instruction with the current curriculum 



Service 



Centers 



The Work Keys system is increiusingly being embraced 
belli by educators, who see in the system a mciins of 
connecting workplace needs with their teaching, and 
employers, who see benefit in direct connections between 
the skills required for six^cific jobs and the level of skills 
of the individuals applying for or filling those jobs. 

Because many employers are not equipped to profile the 
skill levels required in their jobs, to assess prospective and 
current workers as to the skills they bring to those jobs. 
iuk\ to conduct timning to develop the skills, they are 
looking increasingly to 

technical and community 

colleges, adult education 
centers, vocational Jind 
lechnicid schools jind other 
educalion/lPtdning providers, 
for help. The Work Keys 
system was developed as the 
common link among 
individuals seeking or in 
jobs. educalors/U'ainers and ^h^^^^^^^^^^^^^™ 
employers. While all ol 

these parties can acces'^ Work Kc>^ in a variety ol ways 
individually. ACT has recently designed a new concept to 
stienglhen the connections between all three parties and to 
enable providers the Ilex ibi lily to use the Work Keys 
system as a cenlerpieee ol their outreach jind service to 
employers and to individuals seeking or needin" skill 
development jmd job tniining. This new concept-the 
Work Keys Service Cenicr--enables those providing 
instruction and training to access the complement of Work 
Keys components ( Assessments. Job Profiling. 
lnstruction;il Support, and Reporting) on demiind iind to 
deliver them directl^ to individuals and employers. 

The key to providing these services is the licensed Work 
Keys Service Center. Licensed Work Keys Service 
Centers provide unique and special access to the Work 
Keys system products and services which are designed 
serve m wide vju"iety ol clients and puq^oses. As <ui 
ACT-licensed Work Kevs Service Center, an org^uii/.ation 
or institution is authon/etl U) administer the Work Keys 
assessments "on demiuid" and to use the Work Keys 
Fixpress Score system ^^'^ lor qiiickei sct^nng ol the 
multiple-choice assessments. But the concept ol the Work 
Keys Service Center, like the concept of the Work Kevs 



Businesses may havejobs' ipio^led .to. deiennine il^e 
skills and skill levels r^ub*6d for -those |obs. A Work 
Keys Service Center may x^nlxact with iocal companies 
to provide assessment, training, or assistance in locating 
apj^ropriately skilled employees or in providing skill- 
building training to intcumbent workers; 



system itself, goes uir beyond assessment. The Work 
Keys Service Center offers hoth tiie licen.-sed orgunization 
imd lis clients fju* greiiter opportunities for growtii and 
success. 

Nature of the Work Keys Service Center. Licensed to 
educationiil institutions — for example, technical or 
community colleges, adult education centers, or vcx:ation*'d 
or technical schools — that provide instruction in one or 
more of the Work Keys skill lu-cius. Centers offer a wide 
rt'mge of Work Keys programs and services, including job 

analysis services, 
assessments, st(md;u"d and 
Express Scoring^''^ and 
insu^ciion. Some may also 
offer cju"eer counseling, job 
placement, or other services. 



Some Centers may wish to 
have additional satellite 
■MM^^^HB^HHH^MB sltcs. wliicli will oficr Work 

Ke\s services under tiie 
autlionty ol the Center. In su. h inst;uices. the Center wiH 
conduct all administrative lunclions lor the satellite 
locations and insliuctional and job analysis ser\ ices ma\ 
be offered on a sh;u"ed basis, hor example, several sites 
may shiu'c the services (^1 an instiuctor or job profiler, To 
he considered satellite sites, the additional sites must he 
covered under the same contract as the Service Center and 
be a legally constituted part ol the Service Centei. ACT 
will bill the Service Center for services provided to all the 
sites, hut Work Keys materials may be shipjxnl to and 
from botli the Center and its satellite sites directly. 

Opportunities tor the Work Keys Service Center. The 
concept ol the Work Ke\s Service Center is one thai 
incon)orales the idea ol wiluc-addcd service: Work Keys 
services <uid prtxlucts are a iramework upon which the 
Service Centers may build Ihe Work Kevs svsiem 
provides the opfxutunities to the Service Centers: success 
m reiili/ing those opportunities de[K'nds mainls ujiori ho\s 
the Centers package and delivei assessment, job analysis, 
instructional. <uul guidance services. 

The universe ol poienlial W(^rk Keys clients, and their 
needs, are vast and \aned: 
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y Businesses may liavc jobs protilcd lo deicnnine the 
skills iind skill levels required for those jobs. A 
Work Keys Service Center may contract wiili locjii 
compimies provide assessment, tniininiz, tir 
assisuuice in locatinc appropriately skilled 
employees or in providing skill-building u-aining to 
incumbent workers. 

y Individuals may choose »o l>c assessed at their 
convenience to determine and dcKumeni their skill 
levels lor the Work K'^ys skill areas. Once an 
individual has uiken the assessments, the Service 
Center may offer ciaeer counseling and guidance, 
assistance with job se;u-ches, u-aining,' or referral. 

y Kducators may direct studenLs to the Service Center 
for assessment and appropniite iniining. An 
Drgani/adon licensed as a Work Keys Service 
(Vnier might offer guidance in developing a 
vocational curriculum. 

Uenefits of the Service Center. I'pcMi accepiance as a 
Work Keys Service C\MHer, the licensed ori:ani/.atii)n will 
receive the tollowing henellis: 



Educators may direct students to the Service Center for 
assessment and appropriate Draining, An orgaiiization 
licensed as a Work Keys Scr\'ia* Center might offer 
guidance in devehjping a vcx;aLional curriculum. 



Individuals ■ may cUoose " to' at their 
convemencft to -ftelcarmiine and document tfc«jir skill levels 
for the. Work. Keys skill areas. Otice art individual luts 
taken the .asscssnients, the Service Center may of for 
cat^er counseling and guidance^ assistance with job 
searches, training, or referral 



/ The Center ciui olfer its clients atidilion:il services 
linked to the Work Keys itssessmenLs. Tlieso 
additiomii services may include insu^uction, ciater 
counseling, and consultation. 

/ The Center may determine its own chiu-ges to clients 
tor prognuns «'ind services olfered in connection with 
the Work Keys system except its specified in the 
license agreemeni. 

Applying for a Work Keys Service Center license. To 
request <'ui application lor a Work Keys Service Center 
license, please contact ytnir hval ACT representative or 
ciill Work Keys Client Services at I -XOD-WORKKEV 

Once vou lia\e K-cn iipprm.'d :u a Work Keys Service 
Center, you will be ink^rmed of next steps necessju-y lo 
implement Work Keys-related services. We k)ok lorwju-d 
10 your joining a rapidly expanding network ol' worktorce 
development service providers. Together, wc can work 
together to give America's workforce the compeimve edge 
it needs in today's global economy. 




/ The Center may store W(Mk Keys assessments lor 
on-demand adminisu-ation. Since Work Keys is w 
^-.'cure assessment pnM.'r:\m. (MiIv Work Kcvs Service 
Centers cmi meet the demancLs ol both those who 
wish to assess on a lairly Ircquent basis and those 
who have need tor inunctliale assessment results. 
Other agencies wiiich administer the Work Keys 
ivs,sessments are limned both in ihe type ol - lieiuelc 
thev may itssess (e.g. schools mav assi-ss only thcu 
own suidcnts) ;uid in their :.:cess lo the assessments 
(e.g., they must place advmice orders with ACT 
each time tliey wish to give the assessmenis). 

/ Tb.e Center is licensed lo use Work Keys llxpress 
Score sofiwiu-e, which provides lor near immediate 
(within minutes) scoring ol" the mullijile-choice 
Work Kcvs assessmcni.s. ^ Mhcr aueiu ies have 
access onlv lo siimdaid ^.t^rini: ser\iccs with a 
lurnaround ol ten dav^ or less or. .u iuKliiional costs, 
the 2-Miour service vi:i uverniglil mail nr tax 
transmittal. Tliea' is a >(^c surcharge lor each 
examinee atiswer loldei i-KKessed ihi(.i!gh ilie 
I'.xpress Score sv^tem. i'aJi loldcr conlains up 
li\ e assesMncnls. 
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NATIONAL WORKFORCE INITIATIVES 



Broad national mandates have placed greater 
emphasis on industrial performance and 
productivity with increased interest in international 
comparisons in education, and business. Several 
major initiatives have emerged from this thinking 
of workplace priorities and needs. 

Work Keys system services is designed to help 
meet requirements of these national 
initiatives / legislation: 



TECH PREP 



GOALS 2000 



CAFxL PERKINS 



SCHOOL-TO-WORK 



WORKPLACE LITERACY 



ONE-STOP CAREER CENTERS 



Contact the ACT office nearest you (identified on 
the back page of this booklet) to learn how the 
Work Keys system services can help meet 
objectives of these national programs. 
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ACT'S eight field offices are grouped into four regions: East. Midwest. Southwest, and West 



EAST FIELD OFFICES 

3355 Lenox Road. NE. Suite 320 
Atlanta. GA 30326-1332 
Telephone. 404/231-1952 
FAX: 404/231-5945 



Alabama. Georgia. Kentucky. Mississippi. North Carolina. 
South Carolina. Tennessee, and Virginia 



Washington Avenue Extension 
Albany. NY 12205-5510 



Pine West Plaza IV 



ConnfJCt:cut. Delaware, Maine. Maryland. Massachusetts. New 
Hampshire. New Jersey. New York. Pennsylvania. Rhode 
c.l.ino. ana Vwrmoni 



Telephone: 518/869-7378 
FAX: 518/869-/392 

1315 E Latayette Street. Suite A Florida 
Tallahassee. FL 32301-4757 
Tplephone. 904/878-2729 
FAX ^04/877 8114 

MIDWEST FIELD OFFICES 

300 Kniohtsbndge Parkway. Suite 300 Illinois. Indiana. Michigan. Minnesota. Missouri. West Virginia 

Lincolnshire. IL 60069-9498 ''ind Wisconsin 

Telephone 708/634-2560 
FAX: 708/634-1074 

412 East Wooster Street. Suite A Ohio 
Bowling Green. OH 43402-2926 
Telephone. 419/352-5317 
FAX- 419/352-5467 

SOUTHWEST FIELD OFFICE 

s'^O? MoPnc Expressway North. Suite B-228 Arkanr.as Louisiana. New Mexico. Oklahoma, and Texas 

Austin. TX 78759-8369 
TMpphonp 512.345-1949 
FAX 512/345 2997 

WEST FIELD OFFICES 

Cherry Creek Place 1 Colorado. Idaho. Kansas. Montana. Nebraska. North Dakota. 

3131 South Vaughn Way. Suite 218 South Dakota. Utah, and Wyoming 

Aurora. CO 80014-3507 
Telephone 303/337-3273 
FAX 303/337-2613 

10419 Old Placerville Road. Suite 262 Alaska. Anzona. California. Hawaii Nevada. Oregon, and 

Sacram'-nto. OA 95827 2508 War^hmgton 
Tpiephone 916361 0656 
FAX ^16 '38 1-0699 

NATIONAL OFFICE 

L^201 North Dodge St Iowa 
PO Box 168 
Iowa Cit\' I A 52243 
TMlMphonn 1 800 WORKKEY 
V ( 1 ROO 967 5539) 
Ax .1 \ j 337 1 '<.5 



ACT endorses the Code of Fair Testing Practices in 
Education, a statement of the obligations to test 
takers of those who develop, administer, or use 
educational tests and data. The Code sets forth 
criteria for fairness in four are^ts: developing and 
selecting appropriate tests, interpreting test scores, 
striving for fairness, and informing test takers. ACT 
is committed to ensuring that each of its test 
programs upholds the Codecs standards as they apply 
to test developers. 

A copy of the full Code may be obiamed free of 
charge from ACT Publicauons. P.O. Box I6S, Iowa 
City, Iowa 52243, 319/337-1429. 
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Locating Information 
Assessment 



Can your learners use the information presented in 
common workplace graphics, like these? 




Charts 



Here's your chance to experience this impvortant 
employ abihty skills product for free! Participate 
in Locating Information pretesting. 



Call 1-800-WORKKEY (967-5539) 
for information 



K1£ 



ACT/Work Keys 



Pretest Site Responsibilities 
Locating Information 

S*te Responsibilities 

• The site provides an appropriate location for test administration. This requires a quiet 
setting with adequate light, temperatiutj control, and tables or desk space for all 
examinees Gap boards are not acceptable)- If tables are used, there should be ample room 
between examinees so they will not be able to read each other's answer sheets. 

• The site provides the test administrator and additional proctors as required by tlie size of 
the group to be assessed. 

• The site provides #2 pencils for examinees to mark their answer sheets. 
ACT Responsibilities 

• ACT provides all necessary supplies and rest materials for the test administration. This 
includes answer documents, test booklets, a*id administrators' manuals. All materials are 
copyrighted and must be returned to ACT after the pretesting. ACT pays the postage 
both ways. 

• ACT staff works closely with each site to ensure the best possible scheduling and 
coordination, to answer questions, and to deal with any unanticipated situations. 

• ACT scores the assessment and provides scores to the site by June 1, 1995. 
Assessment Time 

The entire testing process requires about 1 hour of which about 32 minutes is actual 
testing time. 

Number of Examinees 

• Business Sites— provide approximately 25 examinees per site 

• Education Sites— provide approximately 100 examinees per site 
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Pretest Site Sign-Up Sheet 



Pretest Site 



School or Business Name: _ . ^ „ -—. — — 

Please circle one: High School, Technical School, Community College, Business, Other 



Site Coordinator's Name: — 

Materials will be shipped to this person at the .ullowing address: 

Site Coordinator's Address: 



City 



State 



ZIP Code 



Telephone: 



FAX: 



Additional Site Information 



1 . Does the site coordinator have experience administering standardized tests? (Please 
check only one.) ^Yes No 

2. How many test administrators will be used at this pretest site? 



3. Indicate below the number of examinees to test Locating Information at your site: 



4. The testing for Locating Information will take place February 20-March 3, 1995. 

What date(s) do you anticipate testing at your site? 

General Pretesting Requirements 

The assessment time is 32 minutes. Allow one hour for total administration time. 

PLEASE RETURN THIS FORM TO: 

Diane Walters, Program Services 
ACT Operations Division 
2201 North Dodge Street, PO Box 168 
Iowa City, Iowa 52243 

319/339-3093 or FAX 319/337-1578 
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